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POLICY 




1* Purpose and scope 

2. Absenteeism 

Regardtess of the reason, employees are not entitled to 
absent without leave from work or from their wo^tations 
during working hours. The Council’s disciplinary code provides 
or severe disciplinaiy action where employees confravene 

wh POiC ^ An empl ° yee is c °nsidered absent from w or k 

when he/she is not available for his assigned wo7/ wo* 
schedule, regardless of the reason. 

2.1 Scheduled Absences: 

Employees are to notify their supervisors as early as 

ab ° U - f; hedUi ' n9 time off from work Y (eg 
octors appointment, personal days etc), whether 

the °T P , aiCL SChedU,Sd Qbsences are Ranged at 
the mutual convenience of the Employer and 


1 













EmD(over e Ah aSed ° n the °P erat ' ona * needs of the 
24 -hrw !r ' Absence can be considered scheduled If a 

approved bA^^supe^or. ^ IVen ' and the absence is 


2.2 Unscheduled Absences: 


ir an 


employee doesn’t come to work due tn on 

h^ 6< + U ! e ? absence f e *9* Calling-in due to sickness) 
he must follow presarthp.ri _ ... 

Fo„ure to foiow prescribed ZdtZ £ 

to P nnd f m ? Y w reSUlt int ° lnstftutfn 0 disciplinary action up 
to and including dismissal. After three consecutive 

days of unscheduled absence, failure to notify and 
receive approval will be considered job abscondmenf 
and the employee's status can be terminated effective 
from the day following the last day of work 

FrTdav y nr S ^ 0re abSSnt fr0m work on an Monday 
riday or the day preceding or just after a public 

holiday must submit a medical certificate. 


2.2.1 Excessive Unscheduled Absences: 



b(cessive unscheduled absences may result in 
instituting disciplinary action up to and includina 

W[il nofl * employee when 

K concerns develop that may place them at 
nsk of being reprimanded. The following factors should 

are excesstvef " obstncS 


Patterns of absence: A pattern nf 

examnlp d f h monstrates ° predictable routine For 

afte^oavdav® employe ®. consistently absent the day 
after pay day, or a particular day, e.g. Monday or 

Friday, or always on the day before"or after a Sd ay. 
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h'iJC: "*S“- How often do 
instances of unscheduled nhsnn absenc ®? Repeated 

absent ?^ 6 ° predictable P^rn, is the employ^often 


2.3 Poor time keeping (lack of punctuality): 




2.4 Attendance Register: 

Where applicable, employees must use a 
reporting system or attendance reaister to Ho^, rl + 

to adh^r f ° r ° n em P |o y e es’ time record. Failure 

X~?=— u ™ 0 -; 
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2-5 Absence due fo ill-health / unavoidable reasons 

“ iisrs 

mm-mm 

s S uch mift H d by the em P ! °yee However, ^ aTcases* of 

confa^hfeDife the empl ° ySe is “ SSS to 

to prov.de the following information: 


2.5.2 

2.5.3 

2.5.4 


2.5.5 


The reason for the absence; 

The expected duration of the absence; 

directs to rd hif/ U h Qn ® m Ployee fail to speak 
airecfiy to his / her Director / manaaer / 

supervisor / teamleader) in respect of the 

sTofrtd the empioyee wil1 be held responsible 
should a message not reach his manager; 

Any absence from work without prior 
authorization or good reason will result frUhe 
employee not being entitled to any 
remuneration for the period of absence; 

lht*n?r nCil Wi ' n r 0t Pay an em Ployee who is 
absent for more that two days, or for one day 

or mo re , on more than two occasions during an 

eght week period, unless the employee 

p oduces a valid medical certificate from a 

practitioner registered with the Health 

Professions Council, on his reform to work 

stating that the employee was, according to 

the medical practitioner, unable to work for the 

duration of the employees' absence from work. 

2.5./ Employees who abuse sick leave or who tender 
fraudulent medical certificates will be 


2.5.6 
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ASSIST "’° y b ’ ! ™ •» 

2-5.8 An employee who breaches the above 

r*TL wi V bo ”? lec ' *° ■’ 

Terms of the Council’s disciplinary code 

Sanctions against employees found guilty of 

nn-sconduct could range from warning? to 

dismissal depending on the severity of the 

absenteeism and the number of previous 
warnings, if any; previous 

2.5.9 The withholding of payment for absenteeism is 

tr+i JJ 10 ? lo . n ' therefore the employer is still 
entitled to institute disciplinary action; 

2 ‘ 5J ° Certiffcate must be teUBd and 

signed by a medical practitioner or any other 

KT h ° 5 "f* d *«“««X 

patients and who is registered with a 
Pariiament 1 estabIished b Y Act of 


3 DESERTION 


3.1 


3.2 


3.3 


3.4 


S3£ssa= 

"° h « *sx ts «" 8 o *r " ,o ; to * 

unacceptable response was received trait th. T* ' 
employe, will be deemed to have no 

« Xb'yrSi°„ b r■ r 0 «*W mat 

enquliy (which will th, stecdd p„ed°r? T .a 
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disciplinary hearing as 
instituted, and may/will 


per the council's disciplinary code) will be 
commence in the absence of the deserter. 


4. Shopsfeward Leave 


therefore unpaid. Shopstewards must stay withinTh^feaveSiocafon. 0 ^ 

5. General' 


s ie r ° f absence '** 

SfSBa 

unacceptable, it could ultimately “ d6emed 
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